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UNITED STATES 
CENTRAL INTELLIGENCE GROUP 



STAT 


STAT 

STAT 


STAT 

STAT 


MEMORANDUM 


To 


From 



15 March 1947 


STAT 


STAT 


STAT 


In line with our general discussions on the steps to be taken in connection with 
handling and maintaining financial, procurement and personnel operations and for 
the purpo se of elaborating on the undated 7-page general letter from Washington 
signed by | l it appears desirable to submit the following: 


1. As you suggested the letter mentioned above does not specifically 
prescribe for the execution of a formal notice of separation for each 
locally hired employee at the time the y leave the service of the 

It is essential that such ac- 

tions be issued and that two signed copies be forwarded to the Organi- 
zation in Washington, D.C. for distribution to the Chief of the C ivilia n 
Personnel Branch and the Chief, Fiscal Section* In the event the | | STAT 

in Washington desires a copy of all personnel actions an additional 
copy should be included for that office. 


2. Form No. 37-24 (Affidavit Striking against the Federal Government) 
shall b e executed for ea ch new employee locally appointed entering on 
duty in | ~| Form 37-24 is not necessary for personnel re- 

porting from the Agency in Washington, D. C. or from another I I in- 


stallation in the field. If, however, employees are transferred from 
another Government organization in the The ater, the Forms should be 


Personnel Branch 


executed and forwarded to the Chief .of the 

in Washington to become a part of the incumbent’s permanent record. 

The Affidavit "Striking against the Federal Government” is essential 
since the Congress of the U.S.A. has included in the appropriation, 
language to the effect that it is illegal to effect a salary payment 
from appropriate monies until the individual receiving the payment has 
executed the form mentioned. 


.3. Page 4, paragraph 3 of the letter from | [ provides that 

all Time and Attendance Reports (Standard Form 1130) be forwarded to 
Washington attention Finance Division when final payment from your 
station is made to any individual. Tip 1 'TOTRli! fi'3Triire‘ 'require d “to’”’’be ^7 
transmitted to Washington whether the i&fe$M&%3lt '1% reGrga&Sd 
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dutv niZ ?^°? Z 18 transferred to another unit within the Agency for 
letter appears to be specifically clear relative to the 

"r duty in *** ^ “H "* 1 **” depart * your ~ 


t initIateno aS r ed J* d83ired that a 8eparats ««ia. of numbers 
orderJ 5 tra J el orders, vouchers of all types and purchase 

orders. The documents in the applicable folders should be filed in 
numerical sequence using the Acme or similar type fastener to secure 
the documents in each folder. 


5. 


S0 P arate _ folders should be established for 

1 Civilian Hi Vll Ra Ptn m awirvl Atry. — a i i I I 


, ♦ . , , Jr— o ouuuiu utJ 0STJI 

each civilian Civil Service employee assigned to your T 
regards locally appointed personnel, it was determined" 

should Rllffi na .11 . . 


| As 
that one folder 


. •> , v xo n«a ue.erminea -cnat one 

f D °th d r SUf n 1C0 f ° r a11 personnel actions, affidavit forms and so 
forth for the entire staff under the 1 1 


6. Satisfactory files have been established for the maintenance of 

th^oe™ T' * nstruotions > inquiries and the replies thereto by 
the personnel under your jurisdiction. y 


7. 


As y ou are a ware in conjunction with the desires of the Finance 
cer. I I the travel order form that you were utilising has 


Officer, [ 


, ■— — - — ■ you were itgi iisine h 

RegulS"ons Jd ^ to Government Accounting 

SnJ. 3t r U Carri6S the essen tial features desired by the 
Finance Officer. In view of the fact that you are controlling the 


travel of personnel 


some of tbo 1 x 1 rigidly and to dispense with 

th ° det ail paper transactions it is recommended that you discon- 
tinue the use of the Form "Requests for Travel Orders". This policy 
may exist as long as you sign all travel orders and require personnel to 

connection r it P is°I al ° ? departure on an assignment. In this 

directing travel whf Tilt “^orandumcopies of the order 


the detnn«d I. k 1 "asningnon, u. C. include 

are currently' ^ ^ SimlUr to th9 syste "> th “‘ y»» 


8. Individual earning record cards have been established for eaoh 

your l to d the payments made the in- 

Vl J _ 1 * 


STAT 

STAT 


STAT 

STAT 


STAT 


directing travel which are to be retained in the office and tL STA 


d I- _ 7 ‘'77 I payments made from the in- 

addition ftf 9 ? r f ni2ation throu gh current date have been posted; in 
addition other information has been reflected on the card as required 

9 thrSgS Rr^rcf for 3t alT tS ^ th8 payroU f ° r tho period 

inception of * all payments that required adjustment since the 
hereafter if f Agen ° y \ To preclude the necessity for making adjustments 
l at! . in vou recommended in accordance with staff discussion that a 

in Washfngfon D P9 c 10 ?his e *?* oted bo confo ™ with the payments as made 
- ington, U. C. This will permit Standard Form 1130 to be completed 
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and on hand prior to payment and will enable the payroll clerk to 
render payment for all salaries during the period of the payroll whether 
the payment be for regular salary. Night Differential, overtime or 
holiday pay. 

9. It is regretted that we did not completely solve your transporta- 
STAT tion problems between | an d that the difficulties 

with Respect to quarters for locally employed personael were not satis- 
factorily overcome. However, it is believed that sufficient headway 
has been made that you will be in a position to consumate both trans-’ 
actions. If you should desire additional aid, advice will be promptly STAT 
furnished upon receipt of your request in Washington, D. C. 


STAT 


In conclusion, may I express my deep appreciate for the consideration, support 
and cooperation r eceived from you and your entire staff during ray visit in 


DNO/rb ■ 
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